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BUBJECT s Primting of SIPS Forms by December 1970

1. On Friday, Mny eHnmea_
that 1f the SIPES Formg for the new Dayro 1 system ere to be in

all field stations om 1 January 1971 his finel drafts will have
to be in our hends by 1 August 1970. This will provide for the
following time frame to cope with this major project and the
rest of the Agency forms requirements at that time:

1 August: Forms Monegement Processing

Layout and Preparation
Printing Bpecifications

1 September: Logistics Procurement

Bids for Commercial Printing

{¥one of the forms canm be printed
in house)

15 September: Commercial Printing Procedure

Receipts of Drafts
Kake-up
Proofs (preparstion and delivery)
Proof (approval and return)
Printing

Advence Coples

Peckaging and 8hlpping

Receiving Procedure _

1 Decenbert Werehouse Procedure

" Repackage for Shipping Overseas
Bhip to 81l Btatlons

1 January: Porms Received at Field Statione
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o, The remalning two and one-half months until Avgust do
not ggem to be sufficlent time to complete all of the necessary
forms design and re-design work in SIFS and to obtain approval
from the Director of Finance plus the coordination and approvsl
in DDP for the overseas forms. Either the January deadline must
be postponed or the forms design and coordination accelerated,

3. _haa been sending rough drafts of payroll
system forme to our staff since the latter part of 1968 and we
have been prepering a facsimile product. To date we have prepared
15 payroll forms and have had 25 4o 50 proof copies printed by
Printing Services Division. He is now working on further revisions
and intends to request new proof copies of the forme prior to
their coordinetion and final mcceptance. These semi-final revisions
have not been received in Forms Man ement as of this writing.
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